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Introduction

bear Parent:

This IEP workbook is meant to help you and your child through the IEP

process. The workbook will help you understand how the IEP system works,

how to prepare for the IEP meeting, and what you should expect at the IEP

meeting. Go through and fill out this whole workbook before the IEP

meeting and make sure to bring it to the meeting. You may also want to go

over this workbook with your child. Take time to think carefully about what

your child needs and what your child's school can do to help him or her have

an appropriate education. And be sure to leave yourself enough time to be

able to fill out this workbook and get all the forms that you need before

your child's IEP meeting. In other words, START PREPARING EARLY!

My name:

My child's name:

My child's last IEP was (date):
(only if your child is already in special education)

My child's next IEP is scheduled for (date):
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How to See if Your Child Might Need Special Education

Under the federal law called the Individuals with Disabilities Education Act
(IDEA), eligible children can receive special education services. These
services include smaller classes, physical therapy, occupational therapy,
speech therapy, one on one attention from the teacher, and others. If your
child has a disability and needs these services for school, special education
means these services are provided to your child, at no cost to you, to meet
the needs of your child.

To see if your child may need special education, answer the following
questions by placing a check in the box if the answer is "yes" to the
question. If you check one or more of the boxes, then your child is probably
eligible for special education.

a Does your child have a hearing, visual, or speech/language problem?
a Is your child orthopedically impaired? (has physical problems with his or her

body and the way his or her body has grown)
a Does your child have a developmental delay? (for example, mental

retardation)
a Is your child emotionally disturbed?
a Does your child have a learning disability that significantly gets in the way of

his or her learning?
a Is your child autistic?
a Does your child have a traumatic brain injury?
a Does your child have attention deficit disorder or attention deficit

hyperactivity disorder? (also called ADD and ADHD)
a Does your child have an established medical disability?

*Please note that the eligible disabilities mentioned above are not the only
ones that can let your child receive special education. These are just some
examples to help you figure out if your child can receive special education.

If your child hasn't been tested for any of these things, but you think he or
she needs some extra help at school, you can ask the school district to
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assess your child (see the section in this workbook called "The Assessment
Process").

*Reminder: The first step is finding the primary reason why your child can
get special education services. But once your child is found eligible for
special education, your child can get 0//the services he or she needs. See
the section on "Extra Help Your Child Needs" to help your child get extra
help. On the IEP papers, the school district usually will circle the primary
disability that they think your child has, and then will check other
disabilities.
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Rights of Parents and Children

The IDEA also provides you with certain rights to protect your child's
interests and education. Here is a list of several of the rights that you
have. This is only a partial list of your rights and these rights will be talked
about in more detail later on in this workbook.

You have the right to:

• Ask that the district decide whether your child can get special education
services.

• Be given the opportunity to participate in any decision-making meeting
regarding your child's special education program.

• Participate in Individualized Education Program (IEP) meetings.

• Be accompanied by other persons to the IEP meeting (including an advocate,
attorney, or a friend or family member).

• Give information to the IEP team.

• Participate in the development of the IEP.

• Request an IEP meeting if you think one is needed to go over or change a
prior IEP.

• Be told in writing of the IEP meeting's location, time, and place.

• Have an interpreter if you need one to participate in the IEP meeting.

• Tape record the IEP meeting as long as you give the school district 24 hours
notice that you are going to tape record the meeting.

• Obtain a copy of the IEP, on request.

• Have the IEP implemented as soon as possible (immediately except where
very good reasons require a short delay).

• Have a special education teacher for your child who has at least a bachelor's
degree and is licensed as a special education teacher.

• Be told of all available alternative programs.

• Be told in writing by the school district what evaluations the district wants
to do for your child, in your native language and so you understand.
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Have your child assessed in all areas of possible disabilities.

Get a copy of and go over all of your child's education records before any
IEP or due process hearing.

Ask for an educational hearing called a "due process hearing," regarding the
education of your child.

Ask the school district to try to work out disagreements through mediation
or alternative dispute resolution.

Request compensation for attorney's fees if you hire an attorney for
mediation, a due process hearing, or a court hearing.

Get educational services from the school that allow your child to work on
the established IEP goals even if your child is suspended or moved to
another placement for a disciplinary problem.
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What Is an IEP?

When people say "IEP" they actually could be talking about several different
things. IEP stands for Individualized Education Program.

• There is an IEP Team that meets to see what kinds of services
your child needs.

• There is an IEP meeting where everyone in the IEP Team meets.
• At the meeting, the team writes up an IEP document, which should

list all the services the IEP Team thinks your child should get.

If you sign the IEP document, it means you agree to what is written in the
document - and the IEP document acts like a contract in terms of what
services the district has agreed to give your child.

• The IEP document is developed through the IEP meetings, which
are at least once a year, but can occur more than once a year if
both you and the school agree that it is necessary.

• You can request to have additional IEP meetings during the year if
you were not satisfied with the last meeting or feel that the
current IEP does not meet your child's needs.

If your child is not currently receiving special education but you feel he
or she may need to, then the first step is to request a Referral for Special
Education. This means that you would like the school to think about whether
your child needs any special education services. You should ask the school to
do this in writing by writing a letter to your child's teacher, principal, or the
person in charge of the special education office. (A sample letter is
included in the back of this section). Make sure you put the date on the
letter and keep a copy.

The letter should tell the school district:
• That you are worried about your child's progress in school.
• That you are making a referral for assessment for special

education services. (This means that you are asking the
school to begin testing your child to see if he or she needs
special education and to see what are his or her strengths,
skills, and needs).

• That you would like an IEP meeting.
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There is also the option of asking for the school district to test your child
to see if he or she is eligible for services under Section 504 of the
Rehabilitation Act of 1973.
• Section 504 helps children who do not have the right to get special

education but are handicapped in some way.
• Section 504 can help your child by letting your child get special services

anyway, or making changes in his or her education to help your child learn.
• If you want, you can ask in your Referral for Special Education letter to

have your child assessed for Section 504 as well as for special education.

Timeline for IEPs:
• After the school has received your written request, the school district

has 15 days (not counting days between regular school sessions or most
days of school vacation) to get back to you with a written proposed
assessment plan and a notice of parent rights.

• If your letter was received 10 days or less before the end of a regular
school year/term, then the school must provide an assessment plan within
10 days after the start of the next regular school year/term.

• You will have at least 15 days to decide whether you agree to the
proposed assessments. If you agree, you must sign the plan and return it
to the school district. The district cannot do any assessments if you
don't sign the assessment plan and return it to them. Once the district
gets your written consent to the assessment (that means you agree to
the tests they want to do on your child), the assessment and IEP must be
completed within 60 days (not counting days between regular school
sessions or most days of school vacation).

• If the initial referral to special education was received 20 days or less
before the end of the regular school year/term, then an IEP must be
developed within 30 days after the start of the next school/term. The
district does not have to have IEP meetings during the summer vacation.

15 days 15 days 60 days

You mail your first
written request for a
special education
assessment.

The school
mails you an
assessment
plan.

You return the
signed assessment
plan to the school.

The school district
does all the
assessments.

The IEP Team
meets to decide
what services
your child needs.
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If your child is already in special education, you can always ask for an
IEP meeting to review or change his or her current IEP. You should ask for
the IEP meeting in writing. You should write a letter to your child's teacher,
principal, or the person in charge of the school's special education office. (A
sample letter is included in the back of this section). Make sure you put
the date on the letter and keep a copy.

The letter should tell the school district:
• Why you are requesting an IEP meeting (examples include: to

review, or change something about the current IEP).
• When is the best time for you to meet.
• Whom you think the district should invite to the IEP

meeting (for example, if you would like to invite Golden Sate
Regional Center because your child gets services there).

You can also request more assessments or tests on your child, if you feel
your child needs them.

Timeline:
If your child is already in special education and does not need any new
assessments, then the IEP meeting should be held within 30 days of your
request.

30 days

You mail the school The IEP Team meets,
district a letter asking
for an IEP meeting.

If you are unable to attend an IEP meeting but feel it is necessary to change
your child's IEP, you can communicate with the school in writing about
changes that you think are important. If you and the school agree, the
changes will be made without holding an IEP meeting.
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Sample Letter - Referral for Special Education

Use this sample letter as a guide when you write your own letter. The next page has
this same letter but with underlined blanks. Copy that letter out of this book and
write your own information in it. If you do not know what you are supposed to write
in that underlined space, then look back to this sample letter and see what was
written in that same spot. Then when you are done with the letter, make a copy for
yourself and mail it. When you see Optional, you can either choose to keep the
sentences in the letter or cross them out. In this letter, this parent's name is Bev
Blue and she is asking for a referral for special education for her son John.

Ms. Bev Blue
210 Post Street - San Mateo, CA 94402

650-555-1212

August 9, 2001

Mr. Gary Green
Director of Special Education
Robinson City Elementary District
553 Welcome Avenue
Robinson City, CA 94000

Dear Mr. Green:

I am the parent of John, who is currently enrolled at Robinson Elementary School in the
5th grade. My child hi
educational progress.
5* grade. My child has not been doing well in school and I am concerned about his

I am writing to make a referral for assessment for special education services for John, as
required by 5 C.C.R. Sec. 3021(a). John may be eligible for special assistance. I am
requesting that John be given a comprehensive assessment by the school district and that
an IEP meeting be scheduled for him. [Optional: As part of the assessment process, I
also request that my child be assessed under Section 504 of the Rehabilitation Act of
1973 to determine whether he should be identified as "handicapped" pursuant to the law
and to determine what, if any, accommodations might be required in his educational
program in the event that he does not qualify for special education services or in addition
to special education services. This is also to request that the School District's Section
504 Coordinator be present at the IEP meeting to discuss the results and
recommendations of the Section 504 assessment.]

I look forward to receiving an assessment plan within 15 days. If you have any
questions, please feel free to contact me. Thank you for your cooperation and assistance.

Sincerely, Bev Blue
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Dear :

I am the parent of , who is currently enrolled at
in the grade. My child has not been doing well

in school and I am concerned about the educational progress my child is making.

I am writing to make a referral for assessment for special education services for my child,
as required by 5 C.C.R. Sec. 3021 (a). My child may be eligible for special assistance. I
am requesting that my child be given a comprehensive assessment by the school district
and that an IEP meeting be schedule for my child. Optional: As part of the assessment
process, I also request that my child be assessed under Section 504 of the Rehabilitation
Act of 1973 to determine whether my child should be identified as "handicapped"
pursuant to the law and to determine what, if any, accommodations might be required in
my child's educational program in the event that my child does not qualify for special
education services or in addition to special education services. This is also to request that
the School District's Section 504 Coordinator be present at the IEP meeting to discuss the
results and recommendations of the Section 504 assessment.

I look forward to receiving an assessment plan within 15 days. If you have any
questions, please feel free to contact me. Thank you for your cooperation and assistance.

Sincerely,
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Sample Letter - Request for IEP Meeting

Use this sample letter as a guide when you write your own letter. The next page has
this same letter but with underlined blanks. Copy that letter out of this book and
write your own information in it. If you do not know what you are supposed to write
in that underlined space, then look back to this sample letter and see what was
written in that same spot. Then when you are done with the letter, make a copy for
yourself and mail it. When you see Optional, you can either choose to keep the
sentences in the letter or cross them out. In this letter, this parent's name is Bev
Blue and she is asking for an IEP meeting for her son John who is already getting
some special education services.

Ms. Bev Blue
210 Post Street

San Mateo, CA 94402
650-555-1212

August 9, 2001

Mr. Gary Green
Director of Special Education
Robinson City Elementary District
553 Welcome Avenue
Robinson City, CA 94000

Re: John Blue

Dear Mr. Green:

I am the parent of John Blue, who is currently enrolled in 5th grade at Robinson
Elementary School in the special day class for disabled students with learning disabilities.

I am requesting that an IEP meeting be held for my son as soon as possible. He has been
having some problems at school. I think his program may need to be modified to address
his individual needs. I am worried about his reading and writing skills and I think he
needs to have a one on one tutor several times a week.

I am also requesting that I receive a copy of all of John's school records prior to the IEP
meeting.

[Optional: In addition, please have the Section 504 Coordinator for the School District
present at the IEP meeting to discuss whether an assessment and/or accommodations
under Section 504 of the Rehabilitation Act of 1973 might be indicated for John.]
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[Optional: Pursuant to 5 California Code of Regulations Section 3040(b), and Section
56321 of the California Education Code and federal law, please have my son's most
recent IEP and his most recent triennial assessment translated into Spanish so that I can
read them. I would also like to request a Spanish interpreter for the IEP meeting.

I would prefer a morning IEP meeting time because it is more convenient. If you have
any questions or need to discuss this letter further, please call me at 650-555-1212.
Thank you in advance for your prompt action regarding this request.

Sincerely,

Bev Blue
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Re:

Dear :

I am the parent of , who is currently enrolled in grade at
in the school

district. I am worried about the following problems and/or I think my child needs the
following services:

I am requesting that an IEP meeting be held for my child as soon as possible. My child
has been having some problems at school. I think my child's program may need to be
modified to address my child's individual needs.

I am also requesting that I receive a copy of all of my child's school records prior to the
IEP meeting.

[Optional: In addition, please have the Section 504 Coordinator for the School District
present at the IEP meeting to discuss whether an assessment and/or accommodations
under Section 504 of the Rehabilitation Act of 1973 might be indicated for my child]

[Optional: Pursuant to 5 California Code of Regulations Section 3040(b), and Section
56321 of the California Education Code and federal law, please have my child's most
recent IEP and most recent triennial assessment translated into so that
I can read them. I would also like to request a interpreter at the IEP.

I would prefer that the IEP be scheduled on
because it is more convenient. If you have any questions or need to discuss this letter
further, please call me at:

Thank you in advance for your prompt action regarding this request.

Sincerely,
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Who Is at the IEP Meeting?

There are several important people that need to be at your child's IEP
meeting. It is the school district's responsibility to make sure these people
come to the meeting. The letter from the district telling you when the IEP
will take place should also tell you who will be at the meeting.

The IEP Team should include:

1. You (the district should tell you when the meeting is and schedule
the meeting at a time and place that you all agree upon).

2. At least one of your child's regular education teachers if your child
is or could be in a regular classroom.

3. At least one of your child's special education teachers.
4. Somebody who represents the school or school district.
5. Somebody who has assessed your child or can talk about the

assessments of your child.

Also, you can bring people to support you and help you present information
such as an attorney or advocate. If you have relatives or other people who
know your child well, you may want to bring them with you. It is also
sometimes helpful to have somebody come to take notes for you during the
IEP meeting. At the end of this section, fill out who will be attending your
child's next IEP meeting to make sure you have everybody you need at the
meeting.

If you and the school agree, certain members of the IEP team can be
excused from the IEP meeting. If a member of the team has expertise or
skills that will not be needed in the IEP meeting, the member can be excused
without completing paperwork. Otherwise, before the meeting the absent
member must write his or her opinion on the topics to be discussed in the
IEP meeting. You must agree in writing to excuse a member from the IEP
meeting. If you think it is important to have everyone on the team attend
the meeting, then you do not have to agree to excuse anyone and everyone
must be at the meeting.
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Sometimes your child may be asked to come to the IEP meeting. The school
district will tell you and your child if your child is invited to the IEP meeting.
Your child does NOT have to attend if you don't think it's a good idea.
By the time students reach 14 years of age, they should begin transition
planning that focuses on their direction of study. Before students reach 16
years of age, they should start getting transition services to start helping
them think about jobs, higher education, and adult life. This may be a good
time for your child to come to the IEP meeting.

If your child has Medi-Cal, California Children Services, or gets help from
the County's Mental Health Services, people from these places may come to
the meeting as well. If you have a Golden Gate Regional Center social
worker, that person should help you advocate for your child at the IEP
meeting.

*Also remember that you can have an interpreter at the IEP meeting and it
will not cost you anything. Ask to have a language interpreter at the IEP
meeting when you write to the district asking for an IEP meeting.

The Legal Aid Society of San Mateo County has more information about
transition services for your child. You can call the Legal Aid Society's Kids
in Crisis Project at 1-800-381-8898 for more information.

These are the people who hove been invited to my child's next
IEP meeting and who are coming to the meeting:
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What Happens at the IEP Meeting

In this section, we take you through an actual IEP meeting so that you can
be prepared for what it will be like.

Goal of the IEP Meeting

• The goal of the IEP meeting is for you and your child's school to make a
special education program that will help your child. Someone on the IEP
Team will write up a description of the program in the IEP document.
They will be writing while everyone is talking, so it is very important that
you have time to read the entire document before signing it. You should
make sure that what they wrote includes all the things the Team agreed
about.

Process of the IEP Meeting

1. First, the IEP Team should talk about your child's current level of
education and skills. Look at the workbook sections called "Your
Child's Strengths" and "Things Your Child Needs to Learn" for
more information on how you can prepare for this part. Also, if
your child had any new assessments, these should be discussed.

2. Then, the Team should talk about your child's current levels of
performance by going over his or her current work, past
assessments, and teacher reports. See the section "Your Child's
Current Level of Performance" for more information. You or your
child's teachers can bring sample of his or her current school work
to show the other Team members.

3. Then, the Team should come up with annual goals for your child,
which are goals that your child should be able to meet within one
year. These goals must be able to be measured (such as: "John will
be able to finish the 2nd grade level puzzle by the end of the
year"). See the section "Your Child's Goals and Objectives" for
more information on annual goals.
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4. Then, the Team will decide what type of services your child needs.
This includes not only his or her special education, but also any
extra help that he or she needs that affects his or her learning.
See the section "Extra Help that My Child May Need" in this
workbook and tell the other members of the IEP Team what type
of help you think your child needs. Remember that you can get
extra help for your child through the IEP process if you ask for it
at the IEP meeting.

5. Then, the Team will talk about where and in what type of classroom
your child should be placed. You should talk about details such as
the class size, whether or not your child will be with regular
students, what the teacher's qualifications need to be, etc.

• Remember that you are an important member of the Team, and that your
input matters. Do not be afraid to give your opinions.

Environment of the IEP Meeting

• If all goes well, the IEP meeting is a good opportunity for you to work
with the school district. But unfortunately sometimes this does not
happen.

• So be prepared that IEP meetings can be difficult and it may make you
feel like "you against them."

• If this happens, try to stay calm and listen carefully to the points the
school district and teachers are trying to make. But also stay assertive
and strong so you can make your own points that you feel are important in
helping your child get the education that he or she needs.
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How to Ask for Your Child's Records A Current Assessments

You have the right to see your child's records and you should ask for these
before the IEP meeting so you can look them over.

• The school must give you copies of your child's school records
within 5 days after you ask for them.

• You can ask for them over the phone, in person, or in writing. It is
better to ask for the copies in writing because that way if the
school does not give them to you within the 5 days, you will have
proof that you did in fact ask for them. Make sure to put the date
on your letter and keep a copy.

• The school can charge you for the cost of copying the records, but
if the cost of the copies is too high and you cannot afford it, then
the school must provide them to you for free.

• See the sample letter in the back of this section for more
information on how to ask to see your child's records.

The school district may have two files for your child: a special education file
for your child if he or she is already in special education, and a cumulative
file (which is a general file on your child's regular education that has his or
her records from over the years).

• You can have copies to both files but you may need to remind the
school to provide the records from both files.

• /Also, if you have questions about what certain things mean in your
child's records, the school district has to answer your questions.
This is another reason why you should ask for your child's files well
before the IEP meeting. This way you will have enough time to ask
the questions you have about your child's records and ask to
correct any mistakes in the records.

The Assessment Process

Your child's files may contain assessments. If not, you may want to have the
school district assess your child. This section tells you how to do this.

When you want to see if your child can get special education services, you
write a "Referral for Special Education" to the school district.
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• Within 15 days of receiving your letter, the school district should
mail back an assessment plan.

• The assessment plan should talk about what types of assessments
or tests the school wants to do or did recently. If you do not
understand the types of assessments listed in the plan, then you
should ask the school to explain to you what they are.

All areas that are related to any suspected disability (the reasons why you
or the school district thinks your child is not doing so well in school) need to
be assessed by the district.

• You can also ask for specific kinds of assessments if you think that
they are needed and are related to a suspected disability.

• If the district does not have somebody trained to do that type of
test, then you can ask the district to hire a person trained to do
the test outside the district.

Once you receive the assessment plan, you have 15 days to approve the plan
or write back and say why you do not approve the plan.

• If you approve the plan, the district has 60 days to finish the
assessment and develop an IEP.

• If you do not approve the plan, you need to write back to the
district and tell them what changes you would like them to make to
the plan.

• This is the time to get the district to do any tests on your child
that explain why your child is having problems in school. Let the
district know what you want in the assessment plan and work with
them to come up with an assessment plan that works for your child.
The assessments have to be given in a language that your child
speaks.

Once the assessments occur, you can get copies of these assessments by
asking to get copies of your child's records. All assessments are put in your
child's records.
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If you do not agree with the results of the assessment done by the school,
then you can ask for an independent evaluation (this means that you are
asking that your child be tested by somebody outside the school district).

• The school district has to pay for the independent evaluation if
you can show that (1) the school district's assessment did not
correctly identify your child's disability and your child was placed
in the wrong category; or (2) your child's IEP is not good for your
child because it was based on a bad assessment.

• When you want the school district to pay for an independent
evaluation, it is a good idea to send them a letter telling them this.
Date the letter and keep a copy.

The district can do two things after they get the letter.
• They can either pay for the independent evaluation or go to a

hearing to prove that their evaluation was correct.
• If the district wins at the hearing, you still have the right to get

an independent evaluation for your child, but you will have to pay
for it yourself.

• Even if the district wins the hearing and you pay for the
independent evaluation, the school district still has to look at the
results of the independent evaluation at the IEP meeting. You
always have the right to bring in independent information to the
IEP, and the Team has to use this information.
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Sample Letter - Request for Records

Use this sample letter as a guide when you write your own letter. The next page has
this same letter but with underlined blanks. Copy that letter out of this book and
write your own information in it. If you do not know what you are supposed to write
in that underlined space, then look back to this sample letter and see what was
written in that same spot. Then when you are done with the letter, make a copy for
yourself and mail it. When you see Optional, you can either choose to keep the
sentences in the letter or cross them out. In this letter, this parent's name is Bev
Blue and she is asking to review the records of her son John and make copies.

Ms. Bev Blue
210 Post Street

San Mateo, CA 94402
650-555-1212

August 9, 2001

Mr. Gary Green
Director of Special Education
Robinson City Elementary District
553 Welcome Avenue
Robinson City, CA 94000

Re: John Blue

Dear Mr. Green:

I am the parent of John Blue, who is currently enrolled at the Robinson Elementary
School in the 5th grade. An IEP meeting has been scheduled for John on September 18.

I would like to arrange a time to review my son's educational records (both his special
education file and cumulative file) at his school within the next five days, as required by
California Education Code Section 49069. I would like to make copies of some of his
records at that time.

Optional: [I cannot afford to pay for the copies of his records. I will call you soon to
make arrangements for my school visit.] Thank you for your cooperation.

Sincerely,

Bev Blue
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Re:

Dear :

I am the parent of , who is currently enrolled at
in the grade. An IEP

meeting has been scheduled for my child on .

I would like to arrange a time to review my child's educational records (both the special
education file and the cumulative file) at my child's school within the next five days, as
required by California Education Code Section 49069. I would like to make copies of
some of my child's records at that time.

Optional: I cannot afford to pay for the copies of my child's records. I will call you soon
to make arrangements for my school visit. Thank you for your cooperation.

Sincerely,
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IEP Preparation - What You Can Do

The IEP meeting can be long and confusing. You are an EQUAL MEMBER of
the IEP Team and the rest of the team will or should ask you questions. The
more information you give them, the more the IEP Team knows about what
services your child needs.

Being prepared makes the IEP meeting easier for you and will help your child.
This section will help you prepare for the meeting so make sure to complete
all the workbook areas in this section and bring this workbook to your IEP
meeting.

Your Child's Strengths

There is a section in the IEP document (see the sample IEP document at
the back of this workbook) to list the your child's strengths. It is
important to be prepared for this section. First, look over these general
categories and check the ones where you think your child's strengths are.

D math

D speech/language

D reading

D physical/motor skills

D self-help
(doing things for him or herself)

D motivation/attitude

D science

D Social Skills (how your child interacts with other
children or adults)

D writing

D behavior

D health

D history

D vocation (job training/skills)

D Self-advocacy (speaking or communicating for him
or herself)
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Now, try thinking off the top of your head what activities your child does
well and what good personality characteristics your child has. Try listing
them below - then you can use this list at the IEP meeting.

Examples include: outgoing, open, optimistic, enthusiastic, talks a lot,
happy, likes to pretend (imaginative) etc. Or strengths could be subjects
that your child likes, or things your child likes to do like "my daughter is
good at math" or "my son likes to listen to music."

If you run out of ideas, then try answering these questions about your child
to find more of your child's strengths. Check the box next to the question if
you answer "yes" to the question. Then for the questions that you answer
"yes," look to the right to find the word that would best describe your child.

Questions:

a 1.) Does your
instructions?

a 2.) Does your
a 3.) Does your
a 4.) Does your

crafts?
a 5.) Does your

children?
a 6.) Does your

sports?
a 7.) Does your

of blocks?
a 8.) Does your

fun and on his
a 9.) Does your

child listen well to

child like to be read to?
child like to listen to music?
child like doing arts and

child like to play with other

child like to do active

child like to make things out

child like to read just for
or her own?
child like to go to school?

If you answered "yes" to:

a Question #1: you can say your
attentive.

a Question #2: you can say your
listener.
Question #3: you can say your
Question #4: you can say your
Question #5: you can say your
interpersonal and social.
Question #6: you can say your
Question #7'- you can say your
creative.
Question #8: you can say your
motivated or enjoys learning.
Question #9'- you can say your
active learner.

a
a
a

a
a

child is

child is a good

child is musical,
child is artistic,
child is

child is athletic,
child is

child is self-

child is an
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Things Your Child Needs to Learn

The IEP Team will also talk about your child's "weaknesses." This is really
supposed to be about what help your child needs from the district. Be
prepared for the meeting by being able to tell the rest of your Team where
your child needs help. Let's first try to find the areas where your child
needs help by looking at general categories. Then we will list your child's
areas of needs more specifically.

Think about what your child needs help with and check off the areas where
you think your child has problems. If you do not know how your child is doing
in an area, it is a good idea to ask the teacher since your child's teacher sees
your child every day at school.

D math D Social Skills (how your child interacts with other

children or adults)

D speech/language D writing

D reading D behavior

D physical/motor skills D health

D self-help D history
(doing things for him or herself)

D motivation/attitude D vocation (job training/skills)

D Science D Self-advocacy (speaking or communicating for him

or herself)

Now let's break down what your child needs help with into smaller pieces.
Answer the questions below by checking the box if the answer is "yes." Each
question that you answer "yes" is something that you can bring up in the IEP
meeting as something your child needs to learn. And remember you can
always ask your child's teacher to tell you where he or she thinks your child
needs help.
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a Is it hard for your child to get to school the way that non-disabled
children of the same age usually get to school? (such as walking safely to
a bus stop and riding the bus without any problems)

a Is it hard for your child to go to the right room when the bell rings?
a Is it hard for your child to interact with other children in the classroom

or at home?
a Is it hard for your child to understand and follow school and classroom

rules?
a Is it hard for your child to understand his or her teacher?
a Is it hard for your child to tell you or the teacher what he or she wants,

needs, feels?
a Is it hard for your child to not disrupt the classroom?
a Is it hard for your child to go to the restroom without help?
a Is it hard for your child to sit in his or her assigned seat?
a Is it hard for your child to use a school locker?
a Is it hard for your child to eat lunch with his or her classmates without a

teacher watching or helping?
a Is it hard for your child to participate with the other children in Physical

Education class (PE)?
a Is it hard for your child to play with other children during recess without

a teacher watching?
a Does your child have behavior problems?
a Is the way your child acts sometimes unsafe for the other children?
a Is it hard for your child to copy down the homework assignment for the

day correctly?
a Is it hard for your child to turn in the homework on time?
a Is it hard for your child to remember to turn in homework?
a Is it hard for your child to go to school every day?
a Is it hard for your child to stay at school for the whole day?
a Is it hard for your child to dress himself or herself?
a Is it hard for your child to pour juice or milk?
a Is it hard for your child to eat a snack?
a Is it hard for your child to tie his or her shoes?
a Does your child spend lots of extra time on his or her homework?
a Is it hard for your child to walk without help?
a Is it hard for your child to focus or concentrate on a task?
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If you think there are other areas where your child needs extra help, then
write them down in this workbook as you think of them. Think about what
you do every day with your child and what you need to help him or her with in
school and out of school. These areas of need do not always have to be
specific activities. They could also be personal issues such as: my child has
low self-esteem, gives up easily, fights with other children, is disorganized,
gets frustrated quickly, is depressed or very sad. All of these are issues
you should bring up at your child's IEP meeting.

Helping Your Child

Now that you have figured out what areas your child needs to work on, you
can help come up with ideas to help your child improve in these areas. The
rest of the Team should also help come up with ideas. Then the IEP Team
can talk about whether the school can do any of these things to help your
child at school.

First, think of activities, classes, programs that your child is currently in and
that you think help your child. Write them down in the areas below. You will
probably want to continue these activities or have your child placed in
activities that are like the ones you listed below.

Example: My child has trouble understanding something when she reads it.
Activity that Helps: I read it out loud to her and she can understand it
better.
How the IEP Team Can Use This: Maybe your child needs someone to read
assignments out loud to her or needs textbooks on audio tape.
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Activities that Help my Child:

1. Area of Need:

Activity that Helps:

How the IEP Team Can Use This:

2. Area of Need:

Activity that Helps:

How the IEP Team Can Use This:

3. Area of Need:

Activity that Helps:

How the IEP Team Can Use This:

4. Area of Need:

Activity that Helps:

How the IEP Team Can Use This:

5. Area of Need:

Activity that Helps:

How the IEP Team Can Use This:
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If you are having trouble thinking of things that help your child, the
following questions may help you. If your answer is "yes/' check the box
next to the question. "Yes" answers mean that you should try to get this
help for your child.

a Does your child respond better when he or she is read to by a teacher or
in a reading group?

a Does your child listen more closely when pictures are used along with
words or phrases?

p Has your child improved by being in class with regular students?
a Does your child work better with more one to one attention from the

teacher?
a Does your child receive any therapies or services outside school that help

(such as counseling, speech, language, or physical therapy)?

Help from Teachers

It is also important to figure out what your child's teacher can do to help
your child. Write down your ideas and speak up at the IEP meeting about
what you think needs to be done in your child's special education.

Ask yourself "What can my child's teacher do to help him or her learn?" and
write down the answers below. Also, be sure to talk to your child's
teacher(s) and ask them what they do that seems to help your child in the
classroom.

Examples include: repeating instructions, speaking slower, doing more
art activities with my child, letting my child have more or less free
time/play, spending more time with my child, etc.

1.

2.

3.
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4.

5.

Motivating Your Child

Now, think about what keeps your child motivated to learn or what helps him
or her stay interested in learning in school and at home. When you want your
child to do something, do you have to do anything extra to help him or her
finish what you want done? These extra things you do can help your child
stay interested in learning for a longer period of time. Write down what
helps your child stay interested.

Examples include: offering prizes like snacks or little toys, reading his or
her favorite book, letting him or her help you or the teacher with something
else if he or she finishes a certain task, letting him or her have extra free
play time, etc.

1.

2.

3.

4.

5.
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Extra Help that Your Child May Need

Even though your child receives help for the disability the school district
thinks is his or her main disability, your child can also receive help for other
problems. For example, if your child mainly has problems with speech and
language, then he or she will receive help for that. But if he or she is also
depressed, then your child can receive help with the depression too, if you
bring it up at the IEP meeting. This extra help is called Related Services.
You may also hear the school district call this extra help Designated
Instruction and Services (DIS). DIS is basically California's term for
Related Services.

So think about what other types of help your child needs and write
everything down so you can talk about it in the IEP meeting. Besides your
child's primary disability, think about what other things may be difficult for
your child. In this section, you can write down the extra problems that your
child may have in or out of school, or you can write down what extra kind of
help you think he or she needs to have.

Examples include: using computers to help your child in school, sending him
to therapy if he needs it, language classes if English is not his first
language, summer school, speech therapy, counseling, occupational therapy,
school nursing, etc.

1.

2.

3.

4.

5.
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Your Child's Current Level of Performance

Current level of performance simply means what your child is able to do
right now. This is something that the IEP Team should discuss at the IEP
meeting. You should think about your child's level so you can discuss with the
rest of the IEP Team where you want your child to make progress. Here are
a couple of checklists to help you let the rest of the IEP Team know your
child's current level of functioning.

If

iias curreni level or functioning.

your child is already receiving special education services, then you should:

a Bring in work samples that your child has recently done and show
them to the IEP Team at the IEP meeting.

a Have the teacher give a report on how your child is currently doing
in the classroom during the IEP meeting.

a Copy the goals and objectives section of last year's IEP and bring
it to the IEP meeting.

a Have the IEP Team discuss whether your child met last year's
goals and objectives and if he or she did not meet the goals, what
were the reasons that he or she was not able to meet them (do
this for each goal listed in last year's IEP).

a Ask the IEP Team to record this information in the IEP document.
The Team can write this information on a narrative page and
attach the narrative page to the IEP.

If your child is not currently receiving special education services and this is
his or her first IEP meeting, then you should:

a Get copies of all your child's assessments and go over them to
understand what your child's current level is.

a Speak to your child's current teacher to get more information
about how your child is doing in class.

a Look over your child's school work and bring samples to the IEP
meeting.

a Get your child's current teacher to give a report at the IEP
meeting.
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Problems with Your Child's Current IEP

If your child is already getting special education services, then it is
important to look at his or her current IEP and see if it is working for your
child. Do this before the IEP meeting so you can be prepared to talk about
it at the meeting.

1. Look over your child's last IEP and see if your child reached his or her
goals.

2. Then look over the special education services he or she is receiving and
see which services he or she enjoys, which services have helped him or
her, and which services have not helped.

3. Talk to your child's teacher(s) or service providers to get more
information about what helps him or her and what does not.

4. List the services that have not helped him below.

These services have not helped my child:

Service: Has Not Helped Because:

Service: Has Not Helped Because:

Service: Has Not Helped Because:

Service: Has Not Helped Because:

Are there services your child is not getting that you think would help? If
so, you should write a letter to the district asking for an evaluation to see if
your child would benefit (refer back to "The Assessment Process" section in
this workbook).

Your Child's Goals and Objectives

Even though it is the IEP Team's task to agree upon goals and objectives for
your child, sometimes the IEP Team can come up with goals that are not very
helpful to your child. So it is important for you to understand the purpose
of having annual goals so that you are prepared for the meeting. Below is
more information about annual goals:
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• Annual goals can be thought of as the answer to "What do we want
your child to be able to do a year from now?"

• Annual goals are created by looking at your child's past schooling,
what your child's level is now, and how he or she will perform in the
future.

• Annual goals are used to measure your child's progress in an area of
weakness. So the annual goal must talk about an area of weakness.

• Annual goals should be realistic.
• If you think semi-annual goals are important for your child, annual

goals can be split up into benchmarks and short-term objectives.
Benchmarks are major goals that your child reaches while short-
term objectives are the smaller, middle steps that let your child
reach a benchmark. Structuring your child's IEP with semi-annual
goals is not required.

Example: A benchmark for a child could be learning to speak a whole
sentence and a short-term objective is to have a child say 3 words.

Annual goals are important because they let you track your child's progress
in school.

• These goals also help you see if your child's educational program
works for him or her.

• If your child is not meeting his or her goals, then maybe the
program needs to change. The services your child receives should
help him or her meet these annual goals.

To help your child in the IEP meeting, try to have some possible goals
prepared ahead of time and try to brainstorm some ways that your child can
reach his or her goals.

• Think about what your child is able to do now and how he or she
could improve. Remember that the goal is something your child has
trouble doing but should be able to do with the right kind of help.

• Look back to the "Things Your Child Needs To Learn" section and
use what you listed in that section to help you start thinking of
goals. Use this chart to help you organize your thoughts about
what your child needs to work towards for the year.

• At the back of this section, there are also samples of goals
and objectives.
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Today's Date:

Area My
Child Needs
to Work On

Example:
Math

Example:

Verbal ski Us

Current
Level in that

Area
Receiving a F in
math

Cannot ask for
snack when

hungry

Goal for
that Area

Be at C level or

higher

Be able to signal

and make a

sound when

hungry

Achieve
Goal by
When?

9/07

9/07

Ways to Achieve Goal

Use the math software on the

computer; get one on one tutoring
from the teacher; go to the learning

center and practice math three times

a week for 45 minutes each time

Have the teacher make the same
sound and signal e very time a snack is

given out; use pictures of snacks and

point to them when it is snack time;

see a speech and language therapist 3

times a week for 1 hour each time
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Sample 6oals

Read through these sample goals so that you know what type of goals you
should be setting for your child at the IEP meeting. Feel free to show these
sample goals to the rest of the IEP Team at the meeting.

Try to think of the goals as what you would expect from regular students.
The IEP should talk about how your child is going to get from where he is
right now to where you and the rest of the IEP Team want him or her to be.

An annual goal should have 5 parts to it. The goal should show:
1. The direction you want your child to go.
2. The problem that the IEP Team is talking about.
3. Your child's current level of performance.
4. The amount of change the IEP Team wants to see in one year.
5. What services will be used to reach this goal.

Look through the following examples and make sure you follow how each of
the 5 parts of an annual goal are included in the examples.

Example*.
Tommy with

1. Increase.
2. Writing skills.
3. From writing 2 complete sentences currently.
4. To writing a 5 sentence paragraph by the end of the year.
5. By working with a writing tutor one on one for 3 times a week, one

hour each time and by writing a question for each page he reads
with his reading tutor who he sees once a week for two hours.

Example:
Sally will:

1. Increase.
2. Her ability to stay in school.
3. From staying at school for half of the day.
4. To staying at school for the whole day by the end of the year.
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5. By going to counseling to help control her emotions and help her
focus at school. She will go to counseling 3 times a week for one
and a half hours each time.

Example:
Maria will:
1. Decrease.
2. Her behavior of running around the classroom.
3. From many times a day.
4. To only one time a day by the end of the year.
5. By working with the teacher on word prompts and a reward system.
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Letting Your Child Hove a Say

If your child is old enough, it would be helpful to have his or her input on
what type of help he or she thinks is needed for his or her education. Let
him or her fill out this form and bring it to the IEP meeting. This form can
also be attached to the IEP document as an assessment.

Student's Self-Advocacy

My Name:

Today's Date:

This is what is hard for me in school:

D math

D speech/language

D reading

D physical/motor skills

D self-help
(doing things for myself)

D motivation/attitude

D science

D Social Skills (how I interact with other children or
adults)

D writing

D behavior

D health

D history

D vocation (job training/skills)

D Self-advocacy (speaking or communicating for

myself)

Other;
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This is what the school or teacher could do that would help me in the
classroom:

This is what I do to help myself:

These are my strengths:

This is what I enjoy about school:

Page 42
Letting Your Child Have a Say



Working Through the IEP Process Legal Aid Society of San Mateo County - Kids in Crisis Project

I would like to keep doing these things at school or for after-school
activities:

I would like to try these new activities at school:

It is a good idea to have your child answer this question before he or she
turns 16 years old:

These are some of the ideas I have about what I want to do after I
graduate from high school:
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Checklist: Preparing for the IEP Meeting

Make sure to go over this checklist before you go to the meeting!

IEP Meeting Checklist

a Request to see your child's records and make copies of them.
a Organize your child's school records, his or her doctor's reports, teacher's

reports, assessments, and samples of current school work into a folder or
file. Bring the file and the workbook to the meeting.

a Whenever you meet face to face or talk on the phone with your child's
teacher, principal or other school people, write down in a notebook: the date
of your conversation; whom you spoke with; what you talked about.

a Go over the reports and records and ask questions about anything you do not
understand. The IEP Team should include the person who did the
assessments or someone who is qualified to answer your questions,

a Go over the section of this workbook that talks about your child's rights and
make sure you understand them. If you have questions about your rights or
want to know more about them, do some research or ask for help. The
district should also give you a list of your rights. If they don't, ask for it.

a Visit the school programs that your child is in currently or the programs
that your child could be placed into.

a Make sure to provide the school with the records required. These records
are physical examinations, immunizations, certification of a specific
disability from a medical person, and records of diagnostic evaluations (the
tests or assessments that describe what type of disability your child has).

a Let the school know which services your child has gotten in the past.
a Get to know your child's teacher(s).
a Ask for an interpreter for the IEP meeting if you want one. It is better if

you ask for it in writing.
a Tell the school district that you want to tape record the IEP and record it.
a Ask an attorney, advocate, or friend to come to the IEP meeting if you want.
a Complete this workbook so that you are prepared for the IEP meeting.
a Know what you want to talk about in the IEP meeting.
a Dress in a way that shows that you take your child's education seriously when

you go to the IEP meeting.
a Prepare yourself to be assertive and talk to a large group of people about

your child's schooling and needs.
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After the IEP Meeting

Once the IEP meeting is finished, you DO NOT have to sign the IEP form
right after the meeting.

• Once you sign the IEP form that means that you have agreed to
everything that the IEP says about your child's educational
program for the next year. The IEP is a legal contract.

• You may not know if the IEP is exactly what you want until you
have time to sit down and read it over.

• You have the right to take the IEP home to look it over and think
about the different parts of the IEP before you sign the form.

If you decide to take the IEP home and look it over, you should know that
there are certain items that should be written into the actual IEP form.

• A sample IEP form is included in this workbook so that you can see
what it will look like.

• After the meeting, go over the checklist below and make sure
these things are written into your child's IEP.

The IEP Should Talk About

a Your child's level of education right now. The IEP should also talk about
how your child's disability affects his or her schooling.

a Annual goals that are related to your child's needs.
a How the annual goals are going to be measured.
a What kind of placement is needed to make the IEP happen.
a Specific education services (such as physical education, extended school

year, class size, transportation)
a Specific amount of time spent on these services (such as physical therapy

two times a week for 45 minutes each time).
a Any extra services that your child needs (such as note takers, or a one-

to-one aide).
a Any changes that have been made to allow your child to participate in the

educational program (such as changes to the regular classwork, or special
education training for the regular teacher).

a Why your child will not be with nondisabled children in regular education
classes if your child will not be with regular education children all day.
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a Any changes in the way your child will be assessed by the school district
if these changes are needed.

a How you are going to be told about how your child is doing in school (such
as through report cards or teacher reports).

a Extended school year services (services that go beyond the normal school
year), if the IEP meeting decides on this for your child.

Now that you have checked over the IEP form, you have several options.
1. Sign the IEP so the program described in the IEP can start as soon

as possible for your child.
2. Sign the IEP form but write in the parental comments section that

you are only agreeing to some parts of the IEP and that you
disagree with others. Be very specific about what you agree to and
what you disagree with. The services you agree to can then start
for your child. Then try to work with the school district again to
come to an agreement on the parts of the IEP that you did not
agree with. See the attached worksheet called "Parental
Comments" at the end of this booklet for information on how to
sign only certain parts of the IEP document. Or if you cannot
come to an agreement with the school district on those parts of
the IEP, then you can file for a due process hearing or try using
another method to solve the disagreement.

3. You can agree with what the IEP says but not with the placement
the IEP recommends for your child. If this happens, you can try to
have another IEP meeting to try to work out a better placement or
you could file for a due process hearing or try another method to
solve the disagreement.

Due Process Hearings

Due process hearings can take a long time and can cost money if you hire an
advocate or attorney. You may be awarded the cost of attorney's fees by a
federal court if you are successful or partially successful in a due process
hearing. It is important to remember when making your decision that the
federal court will not consider the actual cost of your attorney when
deciding how much to award you. Instead, you would get a "reasonable"
amount to be determined by the court. In many cases it can be better to
try to keep working out the parts of the IEP that you disagree with through
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IEP meetings. But if you feel that the IEP meetings are going nowhere, then
you may decide to file for a due process hearing. To do this, you must send a
letter to the Office of Administrative Hearings. The address is:

Office of Administrative Hearings
Special Education Unit
1102 Q Street, 4th Floor
Sacramento, California 95814
(916) 323-6876
Fax: (916) 322-8014

In your request, also ask for a copy of the Notice of Procedural Safeguards
so that you know all the rules of the hearing. Date and sign the letter and
keep a copy. Also, send a copy of your letter to the local education agency.

If you want to file for a due process hearing, you are required to participate
in a 30 day dispute resolution process. Within 15 days after you file a due
process complaint (or within 15 days after the school district files a
complaint), you must meet with the school district to talk about the
complaint. The meeting is called a "resolution session." After this meeting,
the school district has a maximum of 15 more days to resolve your complaint.
You may not have a due process hearing until you have participated in the
resolution session and the 30 day period has ended. You do not have to
participate in the resolution session if the school district and you both agree
in writing to waive the meeting.

If you reach an agreement with the school district during the dispute
resolution process, you will be required to sign the agreement. The signed
agreement is legally binding on you and the school district.

If you do not resolve your conflict through the 30 day dispute resolution
process and you ask for a due process hearing, you have the right to have
the hearing and get a final decision within 45 days.

Alternative to bue Process Hearings

If both you and the school district agree, you can try to go to an outside
person known as an independent mediator.
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